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BUFFALO COUNTY SHERIFF’S OFFICE
STANDARD OPERATING PROCEDURES

I. JOBTITLE: CORRECTIONS OFFICER
II. CHARACTERISTICS OF THE JOB
1. Under general supervision, a Corrections Officer performs work in and supervises
inmates of the Buffalo County Jail. The work involves the performance and
direction of correctional activities on a scheduled shift and the care of inmates in
accordance with applicable state and federal laws and guidelines.
I1l. JOB ESSENTIAL FUNCTIONS

1. Practices good public relations in accordance with policy.

2. Observes cameras, control panels, opens doors, and responds to alarms according
to policy.

3. Books and releases inmates into and out of the facility as instructed, trained, and
directed.

4.  Allows only authorized individuals to pass through the institution.

5. Uses the bond schedule correctly and writes bonds and receipts without errors.

6. Processes money from the inmates and the public, records the transaction
correctly on the proper forms, places the money in the appropriate location, and
has the receipts signed and delivered to the appropriate individuals.

7. Keeps their assigned work areas neat, clean, and well organized.

8. Correctly enters appropriate documentation into the computer.

9. Observes and documents inmate behavior, is alert for problems and changes, and
notifies the supervisors as necessary.

10. Performs thorough pat-searches of inmates according to training.
11. Performs thorough strip-searches of inmates according to training.

12. Performs thorough searches of inmates' living units according to training.
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13. Supervises inmates using behavioral techniques of appropriate rewards and
punishments.

14. Observes, notifies, properly documents, and takes other necessary action of inmate
activities, i.e. relationships, depressions, suicidal gestures, etc.

15. Ensures that inmates follow rules and regulations and that inmates keep their area
clean, neat, and well organized.

16. Escorts inmates to and from meals, recreation, nurse call, and other activities.
IV. EXAMPLE OF DUTIES
1. Follows policies and post orders for assigned areas.
2. Performs duties with a minimum amount of supervision.

3. Maintains accurate and thorough documents assigned to the area (key logs, visitor
logs, work release logs, booking records, property records, etc.).

4. s able to assist in lifting objects of various weights (trash, inmates, supplies). The
employee must be able to lift at least 40 Ibs. and carry it at least 50 feet.

5. Demonstrate the ability to exert enough energy to run at least one-hundred fifty
feet and help subdue an inmate involved in an altercation with approved self-
defense techniques as taught by the department.

6. Demonstrate the ability to administer first-aid to the injured inmates and/or staff as
instructed by the department.

7. Communicates via telephone and radio according to policy.

8.  Properly prepare incident reports and minor-violation cards.

9. Report necessary work information to on-coming shifts.

10. Prepare reports the same working day with a minimum amount of errors.

11. Produces reports using good grammar, spelling, completeness, and order.
V. REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES

1.  Know the philosophy of the Buffalo County Sheriff's Office.

2. Know the objectives of the Buffalo County Sheriff's Office.
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VI.

10.

Have complete knowledge of the policies and procedures governing the Buffalo
County Sheriff's Office.

Continue education to maintain an up-to-date knowledge of current trends and
developments in corrections techniques.

Maintain proper communication with all personnel and in doing so, ensure that a
working relationship is maintained at all times.

Maintain two-way communication with other departments.

Foster good public relations within the community.

Will have a thorough knowledge of federal, state, county, and city regulations.
Maintains proper communications with all other judicial system departments.

Must complete all training required as prescribed by state statute and department
guidelines.

QUALIFICATIONS

10.

11.

Age of 21 years or older.

High school graduate or GED.

Valid Nebraska driver’s license.

No felony or serious misdemeanor convictions.

No convictions for driving while intoxicated or related offenses in the past 24
months.

Must be of good moral character.

Must be able to read, write, and understand the English language at the eleventh
grade level.

Must be able to type at a minimum of twenty (20) words per minute.

Must be able to achieve basic certification as a Corrections Officer by the state
within one year of appointment.

Must be able to pass a physical examination as required by the Nebraska Law
Enforcement Training Center.

Must be able to successfully pass a polygraph examination.
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12. Must be able to successfully pass a drug screen test and psychological test.
VII. SPECIAL REQUIREMENTS

1. Since Corrections Officers are required to report any violation of the law and they
are exposed to certain temptations to show favoritism, corruption, or unlawful
monetary gain, it is a "business necessity" that officers exhibit a history of
characteristics of honesty, reliability, ability to manage personal finances,
interpersonal skill, and integrity.

2. Additionally, Corrections Officers are frequently placed in a position of physical
and mental stress. All hires will be required to pass a psychological as well as a
physical exam - both of which are designed to test your ability to perform the
essential functions of this job as outlined above. Applicants posing a substantial
risk of injury to themselves, other officers, and the public are at a disadvantage in
the hiring process.

3. Must meet the guidelines and rules set forth in the Buffalo County Employee
Manual.
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